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PROBLEM o

To conduct a Recdrds Management survey covering paper work eontrol,
reports, standardisation of forms and farm lstters, reeords systems
smpioyed and the estdblishwent of a records oontrol schedule,

INTRODUCTION *

. [ R
The Inscentive Awards Program {n CIA is under the Direction of the
Agancy Incentive Awards Board established in campliance with the
Goverument Joyeds Incentive Awards act (Title III, Pudblic Law 763,
€3rd Congress), for the purpase of imnroving Agency operetions and
extend ing rocognltlon to the ompmyou through the medium of incentive
evards.

The committee represents the Director in determining broed policles
and procedures gowverning the adaministration of this program through-
cut CIA. The sotual responsibility for continuity and day-to-day
operstion of the Program rests with tho Chicf, Incentive Awards Staff
and the meabers of his office. :

The current organisstional structure of the Incentive Awards Staff
consists of five (5) positions which have been utilised through the
nedium of personnel sssignments to the suthorised table of organisa-
tion., These positions are as follows:

1 - Chief, Incentive Awards Staff
1 - Assistant Incentive Awards Officer
1 - Incentive Awards Asslistant
-1 = Clerk mw‘pu
l- Ghrk Typist |
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That Euplom Slgguttou be, :Ldontu:id moording to mbj ect and maic
tained ty the mbj'c't £110ng systen. It Le furtber recommendsd a1 «
review be conducled of a1l eristing index cards for Mnlwti@n ux*
roﬂﬁiﬂ wbhr aforéd n%lom;' ' sys! an,
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» The ohp#d ﬂ.’u rtqmg.g g, muh "‘W m““ t{ons
i My l R EERE R
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1s exortitant, ,
ng.h

l. A rﬂ‘m df ﬁo t-pla;rﬂ Sugregtions panding work lowd revealsi a:
aspsct of this staff functidn whioh oconsidirabdle sttention should be devoted to.
Suggestions, pending due to delay receilit of su opinipn from the swalbating off: ..
tave been sutstanding for as long Y yeaj:. Fumiless to say the effectiveness -1
tae promotional aspects aof the Incentive A;psrds Progres has besn greatly effected

through thess delays. The following are am:ﬁpa: of Watirra puLad st randor,
which reflect the uhmn oouditiomr R Lo
. TR BEBE ¥
LIRS SN B AR . 9~8~s‘ R
CRAE e e “"1“'”*
IO B S B R R 3-19=54
lm ‘ ;f‘;’;‘ jl«‘ § | | i ? ) 7'7.55 PR ]
2, A rwrln of the sy m« er Lo umr tilo syshen, with respest tc the

above comments, indicsted that a d'g'r‘la of inef?sctivensss nas been dus to lack of
““gontrol frow the Inceptive I‘iféa s 7‘&@:’4 wers indicxifonsy that a Torm of follow
up system did exist at one tise; ' nr, ‘sxamination of the mrrmt oporntiams
revealed that a uniform establishe: ny:ton. au& rfa sxtat, . -
L e ,

That & follew w sy .{- be .atmasa.d on a1l Sng.gasti.ml released from

the Inoentive’ lutﬁ!\swf. CIhat am sxtra copy of the evaluation request

be maintained is a suapense i’ha Lor follow up purposes at the end of 3”

daya., (Jt Ls further recommerd«d tuat o ilst of all outstanding Suig-etis
be forwirded to the bspamﬂw 0‘Mclaly for inventory and immedists

ncticm
o D1 - Formw {11, Roqu‘u?. for "aysmat af Case Avnrd, ars not pre~
ressed expeditlously by the Flscal Diviplal, . ;

; !
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A review of the recerd systers .ndtlsated o £1le series being maintul ned
far follow up apd comtrol purpeses on out s ancing iward checks. The maintenan:s
AT this f1le resulted frum the fact that tla Fiszal Division is mot, acting prompily
on reeipt af form 431. Tt should he noter this 1s another in a series of delays
wiish peduces the effeotiveness of the Inc.rtive Awards Progrem. EKxamples of thuis
delays are as follows: ‘ o

25X1A9A o I
Kape of Employes Dete of lojuesl Date m‘sﬁa&mﬂm L
v y o LRy e

. 5.20-53% 7-7-55

s over 8a20.88 T T 6=14 =55

42625 Ly 6-5-55

S e 7e20445 ST BaKes5
0..7=54 o Chack outptanding

25X1

It 1s recormended that a cottu:t s made with thi responsibls offic.alr
in the Fiseal Division te erpedits delivery of Award Checks,

FINDING §O 7 - Tilisation of forws,

<4 &

1. A review was cénducted "¢ detarming’ the status of forme utilized
vy this staff. MNost of the recognised te:dilques of getbering and trangmitting in-
formation are being nsed intluding ferms; form lattere, "type letiers®, and patierns
parsgraphs, Of the above 5 are approved rorms and the remainder fall in the gatcgory
af "type latters®. St e : o o

Y

2. "ype® letters are being utiiised extensively dus to the wariety
of information iavelved im the evaluation and retification precessing aycle. It 1s
the opinion af the survey effieer that sush methels should be oomtinwed. Such "“typs”
letters carry that personsl touch expreas ing appreciation which is vital in furthering
the promotional aspects of this Program,

3, Improvememts (to specific forms) could be mnde te two specific forms
Members of the Incemtive Awarda Staff havs sxpressed s desire to have the Certificste
of Award redesigned. It is belleved that tns appearance could be improved threugh

utilizing the established colors in the gac1 and the lettering printed in blus ik cn

a white background. Form No. 244, Employass Sugpestion Porm should be complstel;
revised in that 1t does not supply tbe ntosssary {aformation for the efficient
operation of the Incentive Awards Staff.

L. Notice !lnbor|_—l_ﬁ|dat¢d August 26, 1955 will prompt min>r
changes to all forms and form 1etters 13 That 1t provides amoung other items thatl
the Incentivs Award Committee has besn rvd- 1 ¢ ed as Insentive Awards Board.
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Thut sotion be initiated 0 Lave the ufonmzﬁthmﬂ forms revised as 25X1

recommepded during this surry. That all forms and form letters
requested for reprinting be ruviaed to conform to loticll

FODING NO & - Establishment ol a Recurds Disposition Schedule
1. Eleven npnntd fiie sa-liws of records totaling 27.6 linear faut
heve bsen inventoried and a records contr’. scheduls rreparsd for same (See atta hment
A). These wecords occupy filing equipmen: valued at approximntely $935.06 and zunasist
of viw {1) Filiag cabine’, itr., wtl., 5 druwar, one 1} File nabinet; lar., wtl .

insulated 4 drawer combination lock, and :hres (3) File cabinets, legal, insulated 4
druwer combination,

2, Ome filing cabinet, iat, =tl., 5 drawer, ($59.00) and one fils cubinet
legal insulated 4 drewsr combination ($237.39) can be released through the appli-utisn
of the aforementioned recosmendations, Additlopal catdnet spuce will be available
through the appliestion of the attached ru.ords control scheduless.

3, 5..% or 1,5 limear fevt of records bave been appraised as having
permansat valus. 94.6% or 26.5 linear fe:. have been appralsed as baving tempor.ry
value anl scheduled for destrusction while muintsined in curreut files space or afier
retirement to the Records Center,

11. That an active Records Disposition Progrem be established in
 scccrdanse with the Records Disposal Scheduls,

12. That & review bs condusted of the sstivity of the Imcemtive Awards
oase folders during thair third year of retentloes with the nltimste
Ghjective of reducing :his retention perisd teo a maximm of 2 years.

LUDIIG 10 9 - Reports Nenageast

The reports sutmitted by this offise consists of am amnual report Lo the
U, S. Civil Serviee Commipsion on SP 69, lovernment Employees®' Incentive Awarda
" Progrem; an amnpal and quarterly report, 1 narrative form, to¢ DDS; and a weekly ;rogres:
snd accomplishssnt meport to the eoffice o the Nenagemsnt Staff. A cursory analysis
of tils motivity indicaiss that the pecesiury records are belng msintained to supnly
the requested information. Thae reports iipear sufficient to relate the pertinant
~information to determine meximum progren uZfecilvensss. :

Secompendation.

None
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Commeont

1. It was chserved during ti’c survey that Incentive Awards Of ety ~a-u
we-s performing clerical duties which were nod rormsnsurate with thelr ass!goed
positions. The clerical personnel 41d not Liuve & irer understading as to the
asalgmment of their dutles. As wentloned nrevicesly wmich of this lneffectiveness
resulted ‘rom the record systems thet were in effsct. In view of the above it was
obesrved that the employees in the effice »f the Chiel wers not discharginrg their
responsibilities with respect to investigu'.ing whiere tuck logs existed; control of
suggestions being svaluated; promoting and rublitlsing and directing the Program ne
originally intended. The survey afficer dosn nct wish to imply tbat such fumctions
ceased receiving the attenmtion of ths respiasible officers; but that the mam hour:
devoted to the above and specifically publi:ity and premetion should be increased to
the extent of momspolising the majority of tha Chlef s duly hours, and to a lesser
extent Lhose of the Assistant Inoentive Awisls Tffisar.

2. The development of a wori process chart with raspect to flew
of work in this operution reveslsd a defirltis nssl for tbe delfgmtion of authority
to Assistant Incentive Awards Officer,

Becosmepdetions JAal5.16.17, apd 12

14. Issuance of the prupossi position descriptions and assigmeent
of dutiss commensurste t> thess positions,

15. That written job requiremsats be issued to plarify assigneents
-~ apnd effectivensss of duties perforued,

16. That authority be delegatad to the Assistant Tncentive Awards
 Officer to assume the responsibility and sign outgoing memcs and
correspondence. ’

17. That the Assistant Incentive iwards Officer devete a larger
portion of his duty bours to investigate bhcklogs, assist evalunts=
ing officials aid promcts the Awarda Progras, :

18. Recomsend the Chief, Ircentive Awards Staff devote the major
portidn ¢f his time to directing the Incentive Awards Program
with emphasis on the pubiicity aed promotion of this activity,

IV Goncluaioms

1. The present worklosd is expected to continue at its receat rapid
inorease as a result of sdditionsl effort« t> promote and publisise the Program; in
addition to acquaint supervisors through 'ut the Aigency with this method of stimulst»
ing morale and improving management of Aguu:y operations. A cureory amalysis of ihe
pending workloed reveals an alarming sitwtion; however the past two weeks have
indicated a decided improvement in the refustion of this pending workload, If this
rate were to eontinue this operstiom soulsl be operating on a current basis in approxi=-
mately 12 wesks, A breakdown for the won'h of September follews:
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